
 
REQUISITION ENTRY 
“HOW TO” GUIDE 
 
 
 

  



PATH:  FINANCIALS>PURCHASING>PURCHASE ORDER PROCESSING>REQUISITION ENTRY 
 

 
 

 

 
STEP 1:  COMPLETE THE FOLLOWING FIELDS ON THE REQUISITION ENTRY SCREEN 
 

 
 

 

 

1. DEPT/LOCATION 
2. GENERAL DESCRIPTION 
3. VENDOR 



(THIS IS AN EXAMPLE OF THE REQUISITON SCREEN COMPLETED) 
 

 
 

 

STEP 2: Click on the Terms and Miscellaneous Tab.  You ONLY use this tab if you are using a 
GENERAL SERVICE CONTRACT, and you will put the contract number in the contract field.   
 

 
 

STEP 3: CLICK THE   ACCEPT BUTTON (TOP LEFT) 
 

 

 

 



STEP 4: COMPLETE THE LINE DETAIL SCREEN – AS FOLLOWS. 
 

 
 
STEP 5: CLICK RETURN AND THEN RELEASE 

 
 
STEP 6: ATTACH DOCUMENT BY USING THE PAPERCLIP OR BLUE ATTACHEMENT LINK AT THE 
BOTTOM 


